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!. Person to Contact 

~~~~~ ~ 

Nancy Johns 
2 , , - .  ::. ,'.,; ': c ,  " ,  

~ 

i. Division and Offico Function - W - i m e  Office in which this record series is created? 

.~ ; .  . :* - : .  . . 

. .  

. .  . .  , .  

, .n.. c 8 : .l ;(r 

~ -. _. - ~ I .. . .- ~. . _I ~ - - 
-I_-_. ~- .. - ~ _  .~ __ - _-- ~ -- '. Record Series Description 

Documents relating to: 

This file contains the-following documents $nclude form numbersand ~~ titles, if any): 
AttSch samples of the file. .~ -. 

. ~~ . .  . . ~ .  

Included are: 
.- 

_._______ 
1. Mo~MJ Reference Rate ed to wl :h are: 

One to six months old 
twenty-five m6nths and older-_ ? 

Letter-size drawers : Legal-size drawers 

.-. 
_______ ___ - .. , 

z n u a l  Rate of Accumulation-of Rerordr ,. 



d in this series ever analyzedandlor recorded in a summarized report? 
* 

1-_L-. ----- 

The following requires the series to be kept: 

----years. 1. Audit period years. 
~-___years. -- -~ _ _  : ~ e,~Admi-fitiy~need ~~ ~~ ~ ~ . . . - J.op-y!ars. ~ ~ ~~~ ~ ~ 

a. State Law 

c. Federal law years. f. Federal retention instructions years. 

Attach copy or excerpt of laws or regulations. Explain administrative need. 

11. Retention Requirements 

~ b. Statuteof Iimitatian-~~ ~ ~ 

.~ 

--- 
12. Amroved Disposition Instructions This agency recommends t h a t  the fire=;; otf ax tht end of each: 

0 Calendar Year; 0 Fiscal rear; 0 Other -- then, 

month(s) __- year(s); then 

year (s) ; then 

7 --- 
0 Hold in the current files area 
0 Transfer to local holding area, hold 
0 Transfer to State Records Center; hold 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other ( S P K ~  change section d "Wastewater Treatment Facility Permit File" 

yeark); then 

disposition instructions to: Cut off file each fiscal year, 
hold in current files area 5 years, transfer to State Records 
Center, hold 5 years; destroy. 

These instructions apply to all prior and future accumulations of the series. 

3ecommendations in para- 
lraph 12 are approved. 
Y f  disapproved, attach letter 
r f explanation.) 



-- -- 
I;_ FOR ~ ---1_1- AGENCY USE - ' , 

Applic~ion "ti" 

Application Number 

arc 14, 1977 . 
- - . . __ :. 

.~~~ - ... -~ ~ 

- - ~ 

_. 

- 5. 1 - 

1 -6. 

'--_-___ - I - 
7. Record Series Description 

Documents relating to: 

This file contains the following documents (include form numbersend titles, if any): 
Attach samples of the file. 

..=. ~ 

1. Agency Address - FOR RECORDS MANAGEMENT USE 
Department o f  Natura l  Resources Application Number 

73-585-,e) j . 270 Washington St ree t ,  S.W. Room 824 
.:. A t lanta. ,  Georgia 30334 1 7 -  - 

Date li'eceived Date COmpleted ' 

MAR 1 5 1977 MAR -3 d 1977 ~. .. .. ..- 
.-l_ll- - 

Included are: 

I .. ~ . . ... z. . .  -. . .. _ I  
~, ,,l . . - - 

3 ? 

. .  . I .$ 
I -  

.File is arranged: 
i 

'. . 
. .  . .  

. . .  
.~ ______l__l~ - .__.___I__l_l_ 

-. How often are-records referred to which are: 
. -  .. .. 5. Monthly Reference Rate. 

One to six months oid 
twenty-five ,months and older-::-__ ? 

I. - . I~ 

; Seven to twelve months old ; Thirteen to twenty-four months old --, 

i 
> :., . 

. .  
-~ 

- -__ 
-. 

9. Annual Rate of Accumulation of Records 
Letter-size dravers ; ~ega15ize drawers ; Shelves ; Other ( G i f y )  

%I*>. 
=-. 

! \%- 

(Over) 



_-_I 

- _ _ _ -  __I_ c. Is  this a vital record? 
I- d. Does this series have historical or long term research value? - / I 

e. When one or two documents in the file make it necessary to keep the entire f i le for a long period, could these 
d o c u m e n t s  b e s c f i e d ?  ar 
- f. . I  Is the information co ntained in this serkmer w b l ' W  Llf XGSAIL&L.WRV. 

8. Is the %formation conthined in th is  series ever analyzed and/or recorded in a summarized report? 
. _ - - l f Y e r & a .  -- 
h. Is there a duplication of th is  series in your office, or in another office or agency? 

I_ 

~ - -~ - --.L.-_l_-&Mi3. wh ere? --- 
i.-lLt!lis. m a  m w r t i o n  of irt re- * e d ?  - 

I 
? - I _Daetths_r?w-ute r mintout 

1. Retention Requirements 

-L 
The following requires the series to be kept: 

years. d. Audit period years. a. State Law 
b. Statute of limitation years. e. Administrative need -years. 
c. Federal law years. f. Federal retention instructions years. 

*t 

Attach copy or excerpt of laws or regulations. Explain administrative need. 

- ~ --_I_ _--- I_-- 

2. Amroved Disposition Instructions This agency recommends t h a t  the file series be cut otf a t  thb end of each: 

0 Calendar Year: 0 Fiscal 'fear: Other l_l_l then, 

0 Hold in the current files area -.----,month(s) ----year(s); then 
0 Transfer to local holding area, hold - 
0 Transfer to State Records Center; hold 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 

yearb); then 
yearb); then 

.Other (Specify) 

Retain i n  current f i les  area 3 years; t r ans fe r - to  State Records Center; hold 1 2  years; 
destroy. 

These instructions apply to a l l  prior and future accumulations of the series. 

-.-. __ --- - 
igencyHeadlDesignee - (Signature) Date Management Officer /Signature) I Date 

/ 

3ewmmendations in para- 
jraph 12 are approved. 
If disapproved, attad, letter 
if explanation.) 

- --=- -_ _. 
9-50-71; Rw.7 

Date 

3 4 - 7 ;  
3-25-7; 
3- q - 7 :  



3oe $EL QHNler 
COMMISSIONER 

3inltee p. p*n 
DIRECTOR 

OFFICE OF ADMINISTRATIVE SERVICES I 

270 WASHINGTON ST.. S.W. fi , 
i 

ATLANTA, GEORGIA 30334 ; 
1404) 656.2795 

WASTEWATER TREATMENT FACILITY FILE 

a. City and County Wastewater Treatment Facility file. 

Documents !relating to the planning, construction , and operation of 
city and county wastewater treatment facilities. 

Included are Federal Need Survey forms (EPA-1; OMB no. 158-80017); 
correspondence; newspaper clippings; and related general information. 

File is arranged alphabetically by location. 

Disposition: 
files area; transfer to Records Center, then hold 10 years; then 
destroy. 

Rationale: Files must be kept in current files area 5 years due to 
high reference value and administration purposes; Records Center for 
10 years for possible use in legal-enforcement cases in conjunction 
with 

Cut off each calendar year; hold 5 years in current 

the Georgia Water Quality Control Act (Act No. 870, 1964). 

b. Individual Wastewater Treatment Facility File. 

Documents relating to the' planning, construction, and operation of 
individual wastewater treatment facilities. 

Included are correspondence, pub1 ications , newspaper clippings , and 
related general information. 

File is arranged alphabetically by location. 

Disposition: 
files area; transfer to Records Center, then hold 10 years; then 
destroy. 

Rationale: Files must be kept in current files area 5 years due to 
high reference value and administration purposes; Records Center for 
10 years for possible use in legal-enforcement cases in conjunction 
with the Georgia Water Quaility Control Act. 

Cut off each calendar year; hold 5 years in current 



_p-- 

c - 
I 

~ O E  p. tbtmwr 
COMMISSIONER 

3Jrmree p. piihin 
DIRECTOR 

C. 

d. 

OFFICE OF ADMINISTRATIVE SERVICES 1 

270 WASHINGTON ST.. S.W. , 

ATLANTA. GEORGIA 30334  ! 
t 4 0 k )  856.2785 

Wastewater Treatment Facility Engineering Report File 

Documents relating to feasibility studies and the construction 
of wast+ater treatment facilities. 

Included are construction and operation specifications; financial 
projections; surveys of the use and growth potential of facilities 
and community; environmental impact analysis; contractor's bid 
form (11-14).  

File is arranged alphabetically by location. 

Disposition: Remove from active files upon issuance of operating 
permit; place in inactive file; retire to Archives each January 1. 

Rationale: Series documents the social, economic, and environmental 
impact of wastewater treatment facilities upon affected communities. 

I .  

Wastewater Treatment Faci 1 i ty Permi t File 

Documents relating to the construction and operation of wastewater 
treatment faci 1 i ties. 

Included are applications for permit (WQ 1.3); basis of design data 
( W Q  1.4.) ;  construction bonds; operation and maintenance bonds; and 
other related technical documents. 

File is arranged alphabetically by location. 

Disposition: Cut off each calendar year; hold in current files area 
15 years; retire to Archives. 

Rationale: Permits are used by agency attorneys in legal-enforcement 
cases involving compliance with the Georgia Water Quality Control Act. 
The permits also have detailed descriptions of physical equipment at 
each facility and are used to prepare annual reports on all facilities 
in operation, 



? 
, i . .  . 

OFFICE OF ADMINISTRATIVE SERVICES 

270 WASHINGTON ST.. S.W. , 

ATLANTA, GEORGIA 30334 ,! 

1404) 656.2705 
aoe $3. BlHnnor 

COMMISSIONER 

lHlne53 p- phrm 
DIRECTOR 

e. Application for Wastewater Treatment Facility Federal Grant File 

Docum$nts relating to the procurement of Federal funds for the 
construction and operation o f  wastewater treatment faci 1 i ties. 

Included are Comnents and Recommendations of State, Metropolitan 
or Regional Planning Agencies (R04-1499-64) ; Applicant's Statement 
on Planning; Agency Review Applications for Construction Grants 
under 33USC 466, et. seq. (R04-1584-64) ; Assurance of Compliance 
with HEW, Civil Rights Act of 1964 (HEW-441); Environmental 
Assessment form; Application for Federal Assistance (EPA form 

File is arranged alphabetically by location of proposed facility. 

5700-12). 

Disposition: Upon approval of grant place in Approved Wastewater 
Treatment Facility Federal Grant File. 

Rationale: 
approved 

All applications for Federal grants are eventuqlly 
(4-5 years average; 10 years maximum). 

f. Approved Application Wastewater Treatment Faci 1 i ty Federal Grant File 

Documents realting to the procurement of Federal funds for the 
construction and operation of wastewater treatment facilities. 

Included are Comments and Recommendations of State, Metropolitan 
or Regional Planning Agencies (R04'-1499-64) ; Applicant's Statement 
on Planning; Agency Review Applications for Construction Grants 
under 33 USC 466, et. seq. (R04-1584-64); Assurance of Compliance 
with HEW, Civil Rights Act of 1964 (HEW-441); Environmental Assess- 
ment form; Application for Federal Assistance (EPA form 5700-12). 

File i s  arranged alphabetically by grantee. 

Disposition: 
area 5 years; retire to Archives. 

Rationale: 
of 3 years after acceptance (Federal Register, vol . 38, no. 151 , 
p. 21343). 
statistical data in determining cost trends, construction time, 
and equipment being used at each facility. 

Cut off each calendar-year; hold in current files 

Federal law requires this series to be kept a minimum 

The grants must be retained permanently to provide 
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O??ICl O? BkClltlll p? E T l V  - *  
STATE 

OF 

GEORGIA 
A p p l i c a t i o n  f o r  DllAlfNllT O? AICIIVIB b 11STOm 

R E C O R D S  D I S P O S I T I O N  S T A N D A R D  nicomo umicmiit DIv181om 

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; 
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED - 

Dates of Se r i e s  
- _-- -. --,- I__ 

* What i s  the  funct ion of the o f f i c e  i n  which t h i s  record series is crea ted?  

The Environmental Pro tec t ion  D i v i s i o n  i s  responsible f o r  the  maintenance 
and improvement o f  the  s ta te ’ s  environmental qua1 i ty  through research, program 
development, and the  enforcement o f  regu la to ry  l e g i s l a t i o n  i n  the areas o f  water 
qual i ty con t ro l ,  water supply, a i r  qual i ty  con t ro l ,  s o l  i d  waste management, and 
1 and r e c l  aimation. 

-__- -- p- 

1 a This f i l e  contains  t h e  following documents ( include form numbers and t i t l e s ,  if any, 
and f i l e  arrangement ) . 
( see attached sheets) 

ATTACH SAMPLES OF THE FIU 



13. Is t h i s  t he  Record Cop of t h e  se r i e s?  r 
1 4 .  I s  there  a duplication of t h i s  series i n  another o f f i ce  o r  agency? i ' [ I  [ I  

[ I  [ I  

16. Does the  se r i e s  contain c l a s s i f i e d  information requiring securi ty  handling? I 1  E l  

15. Is the information contained i n  t h i s  series ever summarized o r  / '  published? 

Attach copy of sununary o r  publication. 

17. Does t h e  s e r i e s  i n i t i a t e ,  amend o r  terminate agency policies and procedures? [ I  [ I  
18. Could the function be performed i f  t he  f i l e s  were l o s t  o r  destroyed? [ I  [ I  

19. Is the  se r i e s  ( o r  major portion of it) regularly microfilmed? If yes, why? [ I  [ I  

20. Does the  record ser ies 'p rovide  data as input t o  an EDP f i l e ?  [ I  [ I  

21. Does the  record se r i e s  contain documentation produced as EDP pr intout?  [ I  [ I  
4 

22. Has the  Federal Government issued instruct ions governing t h e  retention/dispo- [ I  [ I  

23. W i l l  there  be a need f o r  these records 10, 1 5  years from now? If  yes,  what? [ I  [ I  

s i t i o n  of these f i l e s ?  

- 
~ -- - 

24. REQUIREMENTS. The following requires the f i l e s  t o  be kept years :  

a.[ ]STATE b.[]STATUI'E OF c.  [ ]AUDIT d. [IFEDEFAL e.[]ADMINISTRATIVE f.[]HISTORICAL 
LAW LIMIT AT1 ON PERIOD L A W  D E C I S I O N  VALUE 

( C i t e  Law, S t a t u t e ,  or o ther  reason fo r  the  r e t e n t i o n  requirement) 

( see attached sheets) 
-- -___ -I_- 

25. AGENCY RECOMMENDATIONS. This agency recommends tha t  the f i l e  s e r i e s  be cut o f f  at the end 
of each - [ ]CALENDAR YEAR - [  ]FISCAL YEAR -[]OTHER ,then : 

[ ] Hold i n  the  current f i l e s  area I ' month(s)/ yea r ( s ) :  
[ . ]  Transfer t o  [ ] Sta t e  Records Center [ 3 Local Holding Area; hold year (s ) :  
[ ] Destroy. 
[ ] Transfer t o  S ta te  Archives f o r  permanent re tent ion.  
[ ] Destroy immediately after cut-off. 
[ ] Other: (Specify) 

( see attached sheets ) 

( Ind ica te  b r i e f l y  ra t iona le  for  recornendations above/or write add i t iona l  remarks) : 
,. 



Dates of Ser ies  
1930 - date 

'. What is the  m c t i o n  of the  off ice  i n  which t h i s  record series is created? 

WASTEWATER TREATMENT FACILITY FILE 
ri 

The Environmental P ro tec t i on  D i v i s i o n  i s  respons ib le  f o r  t h e  maintenance 
and improvement o f  t he  s t a t e ' s  environmental qual i t y  through research, program 
development, and the  enforcement o f  r e g u l a t o r y  l e g i s l a t i o n  i n  t h e  areas o f  water 
qual i t y  con t ro l ,  water supply, a i r  qual i t y  con t ro l ,  s o l i d  waste management, and 
land  rec la imat ion .  

- 
I- 

1. This f i l e  contains the  following documents (include form numbers and t i t l es ,  i f  any, 
and f i l e  arrangement ) . 
( see at tached sheets) 



13. 1:-this t h e  Record Copy of t he  ser ies?  

lc. Is there  a duplicatiod of t h i s  series i n  another o f f i c e  o r  agency? 

15. Is t he  information contained i n  tp i s  series ever summarized or;published? 
Attach copy of summary o r  publication. 

16. Does the  series contain c l a s s i f i ed  information requiring secur i ty  handling? 

b - 
:I 

17. Does t h e  series in i t ia te ,  amend o r  terminate agency pol ic ies  and procedures? 

18. Could the function be performed i f  t h e  f i les were lost or destroyed? 

19. Is t h e  series ( o r  major portion of it) regular ly  microfilmed? If yes,  why? 

20. Does the  record series provide data  as input t o  an EDP f i l e ?  

21. Does the  record series contain documentation produced as EDP pr intout?  

22. Has the  Federal Government issued ins t ruc t ions  governing t h e  retention/dispo- 

$1 

s i t i o n  of t hese  f i l e s ?  

23. W i l l  t here  be a need f o r  these records 10, 15 years from now? I f  yes,  what? 

{ ‘ I  1 

[ I  [ I  
[ I  [ I  

[ I  E l  

I 1  [ I  

[ I  [ I  

2b. REQUrREbW4TS. The following requires t h e  f i l e s  t o  be kept years :  

a. ]STATE b. ISTATWE OF c. [ ]AUDIT d. [ ]FEDERAL e. []ADMINISTRATIVE f .  [ ]HISTORICAL 
LAW LIMITATION PERIOD L A W  DECISION VALUE 

(Ci te  Law, Statute,  ‘or  other reason for  the retention requirenent) 

( see attached sheets) 
---__- -- -I__ 

____ 
25. AGENCY RECOMNDATIONS. This agency recommends tha t  the  f i l e  series be cut of f  a t  the end 

of each -[]CALENDAR YEAR -1 ]FISCAL YEAR -[]OTHER - , then: 

[ 1 Hold i n  t h e  current f i les  area month(s) / year( s )  : 
[ 1 Transfer t o  [ ] S ta te  Records Center [ 3 Local Holding Area; hold year(s) :  

[ 1 Transfer t o  S ta te  Archives fo r  permanent re tent ion.  
I 3 Destroy immediately after cut-off. 
[ 1 Other: (Specify) 

I Destroy. 

a, 5’L 

(Indicate br i e f l y  ra t ionab  for recormendations aboue/or write  additional remarks) : 


